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Highly Qualified Teacher (HQT) 
Position Input Application 

How-To Walk-Thru 

 
 

  What is the HQT Application? 

The Highly Qualified Teacher Position Input Application is an on-line web based 

application that tracks the highly qualified status of all K-12th grade core content 

teachers in Arizona as required by the Elementary & Secondary Education Act 

(ESEA) reauthorization of 2002. 

 

 Who must report HQT data? 

All public school districts and charters (not-for-profit) must enter data into the 

application at the beginning of each school year.  LEAs and schools must keep the 

database current throughout the year.  Core content positions that must be 

reported include the following: 

 
 

 

 Elementary Subject Knowledge 

 Economics 

 English 

 Foreign Language 

 Geography 

 History 

 Math interventionists 

 Mathematics 

 Middle Grades General Science 

 Middle Grades Language 

Arts/Reading 

 Middle Grades Mathematics 

 

 

 Middle Grades Social Studies 

 Music 

 Political Science/Government 

 Science (including Biology, 

Chemistry, Earth Science, Physical 

Science, General Science and 

Physics) 

 Structured English Immersion 

Classroom (SEI) 

 Reading Specialists 

 Special Education (Teacher of 

Record and Not Teacher of Record 

 Visual Arts 
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  Accessing the Site: 

Access Common Logon via the Arizona Department of Education’s home page at 

http://www.ade.az.gov.  If you do not currently have access to the Highly Qualified Teacher 

Application on the Common Logon, you may request that this be added to your list of options.  

The LEA superintendent or charter representative must send an email to enterprise@azed.gov 

requesting that this be added on your behalf.  In order for Support Services to process the 

request, you must include the first and last name, current user name, email address, level of 

access requested (either school-site or LEA-wide) and the name of the district/school or 

charter representative. 

 

 

 
 

  

http://www.ade.az.gov/
mailto:enterprise@azed.gov
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 Updating Administrative Contact 

Information: 

Required Information Update: 

The first time a local education agency (LEA) user accesses the application, he/she will 

be prompted to enter the Administrative Contact Information.  For a school district this 

includes the Superintendent, the Human Resources Director and the Business Manager.  For 

a charter school, this includes the Charter Representative, the Human Resources Director and 

the Business Manager.  This is completed only once each year (at the start of the school year) 

and need not be updated again during this year, unless there is a change in personnel.  You 

must enter information for all three positions, even if a single individual holds all positions.  

Once completed, the TABS at the top of the Home Page will appear and you will be free to 

move about the application. 
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NOTE:  School site users will not be able to access the application until the LEA contact 

information has been entered. 

 

 
 

 

If the LEAs required information is complete: 

1. The site user will be prompted to add new contact information for the principal. 

2. Additional site personnel may be added, if needed. 

3. Once the information is complete, the TABS at the top of the of Home Page will appear 

and you will be free to move about the application. 
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  Home Page:  
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 Teacher Information:  

By selecting the Teacher Information tab, users can view current or previous year data for 

specific teachers at a school site.  All information on this screen is display only and cannot be 

edited.   

Selecting a Teacher Record: 

 

   

You can select previous school 

year data by clicking the Academic 

Year drop down arrow. Otherwise, 

the current school year will be 

displayed. 

 

The Highly Qualified Teacher 

Resources area includes links to 

useful resource documents. 
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Teacher Information Box: 

 

 

 

Position Information Box: 
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Other Teacher Information:  
 

 
 
REMINDER:  All information on this screen is display only.  
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  Add/Update Teacher Information: 

The Add/Update Teacher screen allows the user to modify the information for a returning 

teacher, add a new teacher to the application or delete a teacher that is no longer assigned to 

the listed school for the current school year.  Teacher information from previous academic 

years may not be edited.  

Required Information Update: 

The first time a user enters the application and selects a school site, they must indicate the 

Title I status of the school. This is completed only once (at the start of the school year) and 

need not be updated again until the following year, unless a change in status occurs.  
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Updating a Returning Teacher: 
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If the teacher you selected has an Arizona teaching certificate, the 

Hispanic/Latino of Any Race and Ethnicity boxes will be completed 

already.  Otherwise, you will need to enter the information for this 

teacher.  For Ethnicity, you can check all boxes that apply.  Click the  

if you need further information in this area. 
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Version 3.1 - Date: 7/26/11 
                    ARIZONA DEPARTMENT OF EDUCATION                                                                     Page 18 of 33 

 

 

Adding a New Teacher to the Application: 
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You have now added a new teacher to the school site roster.  You can then proceed to enter 
Status Information, Teacher Information and Position Information in the same manner 
utilized for the returning teachers to the school site.  
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Deleting an Existing Teacher: 
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 Substitute Teacher Reporting: 

After the fourth consecutive week in the classroom, substitute teachers in core content 

positions must complete an appropriate attestation form and be entered into the Highly 

Qualified Teacher Position Input Application.   

 

 This includes substitute teachers working in vacant positions, as well as, substitutes 

replacing teachers on a Leave of Absence/Family Medical Leave Act. 

 

 

Substitute in Leave of Absence/Family Medical Leave Act Position: 
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Once the Status is set, you should then enter the appropriate Teacher Information for the 

substitute teacher in the same manner as you would for a regular classroom teacher. 

 

 Once the teacher on a leave of absence from the classroom returns to work, you 

MUST indicate an end date for the status of “LOA/FMLA” and add a new status of “Active”.  You must 

also indicate an end date for the substitute teacher’s assignment in that classroom. 
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Substitute in Vacant Teaching Position: 

After the fourth consecutive week in the classroom you must enter the information for the 

substitute teacher working in a vacant teaching position.  The LEA must continue to recruit for 

a highly qualified teacher to fill this position. 

 
 

 
 

Once the Status is set, you should then enter the appropriate Teacher Information and 

Position Information for the substitute teacher in the vacant position.  Use the same manner 

to enter this information as you would for a regular classroom teacher. 

 

 Once the substitute teacher in a vacant position leaves this classroom, you MUST  

indicate an end date for the status of “Sub Filling Vacant Position.  Remember, a teacher with an 

Arizona Substitute Certificate is limited to teaching only 120 days in the same school each school year.  

A teacher with an Arizona Emergency Substitute Certificate is limited to teaching only 120 days per 

school year. 
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 Reports: 

The Highly Qualified Position Input Application has several available reports to assist LEA’s in 

their efforts to achieve the equitable distribution of highly qualified, effective teachers for all 

students.  It is strongly recommended that LEA’s run a monthly report to monitor the highly 

qualified status of the teachers and to ensure the information entered into the application is 

accurate and up-to-date.  Please note:  The application will automatically update an 

individual’s highly qualified status if there is a change to their certification or AEPA exams 

passed. 
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Reports for Users with Full LEA-Level Access: 

The following reports are available for users with access to all schools within the LEA: 

Certification Credentials, Employee Validation, Highly Qualified Teacher (HQT) Position 

Information (by LEA or school site), Incomplete or Missing Position Information (by LEA or 

school site), LOA Teachers (by LEA or school site), Substitute Covering for Teacher on LOA 

FMLA (by LEA or school site), Substitute filling Vacant Position (by LEA or school site) and 

Teachers in Non-Highly Qualified Positions (by LEA or school site). 
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Reports for Users With School-Level Site Access: 

The following reports are available for users school-level access within an LEA: Certification 

Credentials, Employee Validation, Highly Qualified Teacher (HQT) Position Information (by 

school site), Incomplete or Missing Position Information (by school site), LOA Teachers (by 

school site), Substitute Covering for Teacher on LOA FMLA (by school site), Substitute filling 

Vacant Position (by school site) and Teachers in Non-Highly Qualified Positions (by school 

site). 
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